GENERAL INSTRUCTIONS

Note: A return must be filed each quarter, even if you
had no income tax withheld for that period. Each page
submitted must have your Withholding Account Num-
ber clearly printed at or near the top of the page. Do
not write notes on the withholding listing pages.

Form 941ME isused to report total incometax withheld for
the quarter and to reconcile 900M E voucher paymentsdur-
ing the quarter, if applicable. If you also make, or expect to
make, Unemployment Insurance Contributions, cal the Cen-
tral Registration Unit at 207-287-2338 to request the ap-
propriate combined withhol ding tax and unemployment con-
tribution booklet (Form 941/C1-ME).

Eachreturninthisbooklet ispreprinted with your Withhol d-
ing A ccount Number, businessname(s), period covered and
duedate. Returnsmust be completed and filed with Maine
Revenue Serviceson or beforethe preprinted duedate. Your
Withholding Account Number consistsof your Federa Em-
ployer Identification Number plusatwo-digit state suffix.

When abusinessterminates or the payment of wages per-
manently ceases, completethe Cancellation Notice onthe
quarterly return.

If you have achangein your name, address, phone number
or any other information related to thisform, submit acom-
pleted Name and Address Change Form (Form 941/C1C-
ME on page 3). Wewill correct our recordsand, if neces-
sary, provide new payment vouchersand Forms 941ME.
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Do not make changes on Form 941ME. If your Federal
Employer Identification Number (MaineWithholding Ac-
count Number) changes, call the Central Regigtration Unit
at 207-287-2338.

If it isnecessary to make acorrectioninawithholding tax
amount you reported for apreviousperiod or for aparticu-
lar employee, submit an amended return (Form 941A-ME)
for that period aong with an explanation of thechange. We
will correct your account for the period involved. Do not
make an adjustment on the current Form 941ME.

Any questionsregarding thisform or incometax ingenera
should bedirected to Maine Revenue Services at 207-626-
8475.

I nterest and Penalty. Beginning January 1, 2004, inter-
est is charged at an annual rate of 6%, compounded
monthly, on the unpaid withholding tax. The penalty for
failureto pay thewithholding tax ontimeis 1% per month
up to amaximum of 25%. The penalty for failluretofile
thereturn ontimeis10% of thetax liability or $25, which-
ever isgreater. If thereturnisfiled more than 30 days
after demand, the penalty is 100% of thetax due.

Do not mail photocopies of the formsin thisbook to
Maine Revenue Services. Photocopied formscannot
be processed by Maine Revenue Services scanning
system.
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SPECIFIC INSTRUCTIONS

Note: Theformsinthisbook aredesigned to comply
with optical scanning requirements. The spacesout-
lined in red must be completed carefully in black or
blueink. Lettersand numbersmust be entered leg-
ibly within the outlinearea. Letters must appear in
upper caseonly and start on the left; numbers start
fromtheright. For example:

Name ( 0 M P A N Y ] N (
Address 1 2 3 F | R ST ST
Maine income tax withheld 1 2 3 45 0 0

Usetheextratax formin thisbooklet if you makean
error onyour quarterly tax return.

Linel. Enter online 1 theamount of Maineincome tax
withheld during the period covered. If you arerequiredto
make payment of incometax withhol ding semi-weekly, com-
pletethereconciliation schedule on thereturn and enter the
total amount withheld fromline4 onthisline.

Line2. If youarerequired to make payment of incometax
withhol ding semi-weekly, compl etethereconciliation sched-
uleonthereturn and enter the total amount remitted (either
with Forms900ME or by EFT) fromline5onthisline. For
additional information on who isrequired to make semi-
weekly paymentsof incometax withholding, seethe specific
ingtructionsfor reconciliation of 900M E voucher payments
onthefollowing page.



SPECIFIC INSTRUCTIONS, continued

Line3. Enter thetotal Maineincometax withholding due
withthisreturn (line 1 minusline 2). Encloseyour remit-
tancewith thereturn.

Schedule 1
Reconciliation of 900ME Payments
or EFT Payments of Income Tax
Withholding

If you are required to make payment of incometax with-
holding on asemi-weekly basis, complete Schedule 1 on
thereturn. Complete onerow of the schedulefor each pay-
roll during thequarter.

Employerswho reported Maineincometax withholding of
$18,000 or more for the 12 months ending June 30, 2003
arerequired to make semi-weekly paymentsof incometax
withholding using thefollowing schedule:

Day Weges Paid RemittanceDue

Wednesday, Thursday, Friday Onor beforethefollowing
Wednesday

Saturday, Sunday, Onor beforethefollowing

Monday, Tuesday Friday

Payments may be made either by voucher (Form 900ME)
or Electronic Funds Transfer (EFT). See page 3 of this
booklet to find your withholding tax remittance frequency.
Your required remittancefregquency will either besemi-weekly
or quarterly.

Line4. If youremit semi-weekly withholding payments,
enter thetotal amount withheld thisquarter. Enter thisamount
onlinel.

Line5. Enter thetotal amount of withholding paid this
quarter. Include amountsremitted with Forms900ME as
well asamounts sent by EFT. Enter thisamount on line
2.

Income Tax Withholding Listing

Do not completethelncome Tax Withholding Listing if you
did not withhold income tax for any employee during the
quarter. Completed| informationfor eachwithholding list-
ing page submitted. Includefilersreporting backup with-
holding, pensionwithholding, distribution withholding, etc.

Column 7. Enter each employee’slast name, first name
andmiddleinitid.

Column 8. Typeor print each employee’ssocial security
number.

Column 9. Enter thetotal Maineincometax withheld for
each employeeduring the quarter covered by thisreport. If
an employee' swithholding isgreater than $999,999.99, en-
ter the withholding on two or morelinesto add up to the
total withholding for theemployee. Alsoincludefilersre-
porting backup withholding, pension withholding, distribu-
tionwithholding, etc.

Line 10. Enter thetotal Maineincome tax withheld for
employeeslisted onthispage.

Line1l. Enter thetotal Maineincometax withheld for all
pagesonthisline (last withholding listing page only) and on
line4 (orlinel, if not completing Schedule 1).



